
Travel Advance Request

Date Submitted November 21, 2023

Traveler Name John Leo Tomas

Traveler Address CDOC

E-mail Alias / Phone No.

Position MIS

Department MIS
Destination MOLAVE-DIPOLOG
Departure Date November 22, 2023

Purpose of Travel Install CCTV and Wirings
Total Advance Requested PHP 2,000.00

Approved By Reynaldo T. Baculi

Approval Signature Date Approved

Traveler Signature Date Signed

Anticipated Expenses
Type of Expense Description of Expense

 Daily 
Expenses 

# of Days Total Exp

Airfare
Miscellaneous Lodging 500.00      2 1,000.00    

Meals 
Breakfast, Lunch and 
Dinner

250.00      2 PHP 500.00

Grand Total PHP 1,500.00

DESMARK CORPORATION
Capt. Vicente Roa St., Cogon, Cagayan de Oro City

IMPORTANT NOTICE
By signing and submitting this 

form you agree that the 
requested funds will be used 
for the purposes stated in this 

form. Failure to provide an 
expense report with receipts 
within 10 days of your return 
date can result in a paycheck 

deduction to cover the amount 
of funds advanced to you.


